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RECOHDS MANAGEMENT UNlT

For instructions on completing this form contact DHR Records Management Unit 47 Trmity Avenue Atlanta, Georgla
30334. Phone - {404) 6564976  GIST: 221-4983 » S , . f

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ' — AncmVEsmo ms-ronv
Application Date Office of Administrative Services Application Number B
Child Support Recovery Unit L —
AugusNt 21, 1979 Director's Office . : 5 R73 ‘ GDaCo ‘
Application Number 618 Ponce de Leon Avenue, N, E. N ste Recoi . ate mp ated !
DHR-35 Atlanta, Georgia 30306 AUG 2 4 1979 lSEP 1 31979
2. Person to Contact ' : - e ~ Working Titie , . Telephone Number
Ms. Beverly Gess' '  Administrative Clerk 3 . 894-4120
3. Action Requested : ' '
a. Kl Establish Retention Schedule; record will continue to sccumulate.
b, [ Dispose of present sccumulstion; no further sccumuistion gnticipated. , 7
c. O Amena Application No. : Check One: [ Change; ' O Supercede; D Void
4. Dates of Series 6. Records Serlas Title ffollowed by title used in office; if differant)
Earliest Latest Child Support Recov Budget and Cont R
ecovery Budget an n
1975 to | date PP y g .Contract Report Files
6. Division and Office Function What is the function of the Division and the OHice in which this record seriss is created?

~ The Office of Administrative Services is responsible for providing administrative support
to the Department. This includes: General Support Services; Data Processing and Manage-
ment Information Systems; Personnel Services; Grants Development and Mangement; Con-
tracts Management; and Child Support Recovery.

The Child Support Recovery Unit, in accordance with the 1967 Social Security Act and the

Georgia Child Support Recovery Act, has the responsibility to locate deserting parents of
children receiving public assistance; to secure commitment of child support from such '_
parents; to collect and disburse child support payments, and to enforce the support ob-
ligation of the absent parent. ' ' '

7. Reoords Serias Detcription This file contains the following documants finclude form numbers and tities, if any):  Attach samples of the file.
Documents relating to: contracting the services of District Attorneys, State-wide, to assist DHR in

establishing paternity and for securing support for minor needy children from their parents
or, other legally responsible persons,

Included are: contract between DHR and the District Attorney which shows specifically the re-
sp0n51bilities of ‘each (stated in the Plan of Cooperatlon) to fulfill the terms of the
contract, covering information to be furnished, investigation to be done, forms to be
submitted, and records to be developed, and signatures of the District Attormey (the
Judicial Circuit), State Attorney General, and DHR Commissioner; form CSRU-10 (Proposed
Personal Services) which shows fiscal year, circuit of county, names and titles of employee
base salary, and proposed expenditures for each quarter; form CSRU-11 (Items” Other Than
Personal Services) shows proposed expenditures for welfare-related travel, operating ex-
penses, and equipment purchases, by quarter; unnumbered form (Summary) shows fiscal year,
proposed expenditures of Circuit or County by quarter; certification that proposal of ex-
-penditures is accurate; and signature and title of person submlttlng form; form CSRU-22

The fite is srranged = (E di R } sh dit
1oh ical b xpenditure Report) s ows expen itures,
alphabetically by Judicial Circuit; thereunder, certification and signature of person

alphabetically by name of District Attorney: ' preparing report.

L

8. Monthly Refsrence Rste ﬁt_)}v of eef m nmrds roferred to which are:
- Oneto sixmonthsold __— 32~ " frequen Sevan to twa!ve rmnthl old ilfﬂ_‘_l_e_?t Thirtean to twenty-four months old
twanty-five months end older OCcational

t d.a frequent_

9. Annusl Rate of Accumauiztion or Records

1/8 ;  Lagalsize af'awars — e ; Shales ——______ ; Other {Specify)

Letter-ize drivrs

Fprm 4998 (7-78) ‘ {Over)

il
i
[n}



YES | NO | 10. Questionnsire {Piace an X" in the preper estumn) ) 7 _
8. Ix this the official copy of the series? - - s VR
X i not, whare Is it? Contracts Management )
b. Does the series contain confidential informatien requiring security handling? I&yes, cite iaw or regulstion.
X
X ¢. Is this a vital record?
X d. Doss this serias have historical or long ternh ressarch value?
o. When one or two documents in the file make it mcmsry to keep the antire f:h for a long pariod, coutd thew documents
X | bescheduled mparstely? j ]
X ', h the inforrhation contained in this series ever pubhthod? if yes, Ituch copy. |
*| 9. isthe information wnulnod in this serias ever analyzed and/or noordad in o summarized report?
X If yes, attach copy. —
h. lsthers a duplication of this series in your office, or in snothar office or sgancy?
X i yos, whare? (Contracts Manapgement and Accounting Services
x I. Is this serles (or & major portion of It) regularly microfiimed? B
X J. Doss the record series result in a computer printout? Expenditure Report

11. Retantion Requirsmants

8. Seate Law
b. Statute of limitation
¢. Faderal law

The following requires the ssrlas to be kept:

yesrs. d. Audit period ———years.
years. ‘_ o, Administrative need __.L__vun.
Yaars. ‘ ~ §,  Federal retention instructions —_— Years,

Attach copy or excerpt of lim or regulations, Explein sdministrative need, '

for reference and audit purposes

W

12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:

Child Support DO Calendar Year; B2 Fiscal Year; [DOther than,
Recovery Unit : 6 : '

E] Hold in the current files area menth{s} yeer{s); then

O Transter to local hotding sres; hold year{s}; then

D) Transfar to State Records Conter;hold — . __ year{s); then Contracts Management

£ Destroy (record copy)

O Transter to Stats Archives for permanent ratentien. Cut off file at end of each calendar

O Other /Specity) 'year; hold in current files area 2

years; transfer to State Records

District Attorney s _copy ‘ - Center; hold 4 years; then destroy.

samé retention as Child Support Recovery Unit (Schedule 75-267-A)

Thaets instructions apply to ali prior and future sccumulatiens of the series,

Agency H,danugnn memrm)

Date T Records Manapemant Qfficer {Sipnature)

'M"’/

Elizabeth W. Crank, C R.M.
___ State Records Committes ISIgnaturll Date

A

Recommendations in pouguph
12 are approved.

State Alditor/Designes / W 4' 13 7 |

(I disapproved, attach letter
of explanation.)

Secrs TDesignes WWW - 7‘ //- 77

Form 4898 (7-78)
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